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AFI 33-3@), Vol. 1, Publications Managmern Program, 31 July 1998, issupplementd as follavs. It
applies to all individals and organiztions tha maintain, pepare,review, approve, or use Kirtland Air
ForceBase(KAFB) pubications.

SUMMARY OF REVISIONS

This publication is changd to show new famat for KAFB publicationsand annoures that tlke base will
no longer pubkh aweekly bulletin.

1.14. Most KAFB publications ee availableelectronically on the Kirtland wepage: http://wwwkirt-
land.afmil. A self-help wakstation is available m building 20140 (1952 Frst StreetSE, Kirtland AFB),
for customers wthoutInternet acces.

1.95. KAFB publications areertified a a minmum of one a@ganizationd level above th OPR (block
17 of AF Form 673).They ae approved ata minimum of one organizatioidevel above theertifying
official (block 20 d the AF Fom 673). Thesignatue block of the approval authtyrimust appear on the
final page of tle publication. The Wing Commancer coadinaes a all new publications (see paragraph
3.17) NOTE: Approving authority does na sign the publication.

2.2.8.2. Operatim instructions(Ol) follow the saméormat asan AF instuction. Thelevel of issuedetr-
mines who approveshe opeating instruction.

2.39.1. The baseolonger publishesa weekly biietin.

2.3.9.2. Thepublications manager plishes the KAFBPublishing Bulletins once e month. They are
availabk electroncally on the Intenet or through tle Publishing Office.

3.46. Use the authayi line "BY ORDER CF THE COMMA NDER" onthe first line of al KAFB publi-
cations.

3.13.1. (Added)OPRsmust include andsign this statementm block 16 (Remarks) dhe AF Form 673
Request tolssue Publication: “I undesstand dl distribution codes (F, X and L) and veify that this pub-
lication has leen asigned the appopriate code. | acknavledge that if Iselect dstribution code Fihe
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publications manager will place the electronic version of the publication on the unclassfied network
(Internet) for distribution.”

3.13.2. (Added) TheOPR may alsoinclude this setement on he AF Form 673. “Please review and
return this publication tdOPR’s ofice symbol)not laterthan (dateseleced by the @R). This office
will consider responseseceived after the susgensedate n future revisions.” (Optonal staement.)

3.14. The publications managwill accept eletronic coordination of @fts if it is included in the final
publications package.

3.16. OPR mwst mark “DRAFT—NOT FOR IMPLEMENTAT ION OR COMPLIANCE” acrass the
top d each page of the drafincludingelectronic drafts) on all KAFB publications including wual aids,
untl the final daft is complete.Publications ae drafts until the pubtations manager authenticates and
lists the publication in the KAFB Index Rlumerical Index of KA Standad and Rectring Publica-
tions.

3.17. The 377th AirBase Wirg Commander (377 BW/CC) mustapprove or coordinate a all new pub-
lications. The ofice of gimary resposibility is resposible for obtainirg coordination on the & Form
673 fromall officeshaving atechnical or functional interest in the publication. The OPR mug return
the signed originals d all AF Forms 6B and AF Forms 158 (if required)to the publicationsmanager.

3.19.1 The publishing dfce will not publish @ release drétsthat i not contan sufficient coadination.
Follow guidelinesm Table 3.1 of AFI 33-360V1.

3.21. The dfice of primary responsibility must end a dr&t and a diskcontaining the pubication to the
publications managr (377 CS/SCSP¥or review before the daft is sent out focoordination. You may
also sed a deft via email to: wesky.hale@kirtland.af.iml. The publishing manager will review and
return the dré to the OPR for comectionsand coordination. OPR must return all draftsand final copies
to the pulications nanager.

3.23. Promptly notif the publications manager when the irdividual resporsible for a publication
changs. The certifying official is responsible fo appointng a nev OPR.

3.231.7. Ensure maimparagraphs have dtle. UseMicrosot Word for Windows/ZE, Times New Roman,
12 point,single-spaced for all publications (see AB3-360,Vol. 1, for sample d paagraph format Use
1-inch margns, justified right margin, ard print on 8 1/2 by 11-inch white bad pgper using a laser
printer. Provide théinal drat to the publicationsnareger in a pajgr copy and on a 3-1/2 inch MS DOS
formattel disk or by e-mail

3.24. Coardinatewith the foms manager whenevesvising a rescinding apublication that contains a
KAFB form. The forms maager (377 CS/'SCSPF) mustuthenticate all KAFB formsidentified in a pub-
lication If theformis new submit a DD Fon 67, Form Action Processng Request, to theforms man-
agerand allov enoud time for form deign. Coordnate publi@tionsand formsaccording ® paragraph
3.17.1.

3.24.2. Do not incluce asampleformin a KAFB pubication unless theformis complex orcould be mis-
undeastood. If aform is included, povide instructions ard prepae afilled-in sanple form. Do not

includeblank formsin publications. Attachmentghat areforms must ben Microsoft Word format (or

refer to the form as melectronic form thatan be downloadkfrom the Intenet).

3.45.5. The office of primary resposibility (OPR) isresponsibé for revisirg or rescinding supplements
within 90 daydollowing the pubication of arevised baic publication. After 90 daysthe publications
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marager may send OFRs an AF Form 399 Request for Action in Implementation of Higher Head-
guarters Publications, informing them that a new basic publication was pblished. The publications
manager will then ¢ablish a suspense date for the revisitirthe OPRfails to take action within 30 days
after receiving the AF Form 399, tle publicationsmanagr will resind the supplement.

3.49. The dfice of pimary responsibility (OPR) mussubmt an AF Form 1382 Request for Review of
Publication and/or Form(s), to 377 CS/SCSPto resind a KAFB publicationInform theforms manager
(377 CS/SCSH) if the publicatiorcontains any KAFB forms.

3.50. Forvery miror changeso KAFB publications, ta OPR may submit the changes writing to the
publications manger. The eletronic publiation will be updatedaincorporate tie changes and édate
changed.The pubications manager witleterminefithe changs are sigrficant enough taequire a com-
pleterevision d the pulbication.

3.56. The publications manager muapprove all newsletters astherrecurring publicationsbefore the
OPR reproduces orddiibutes them

3.67. The publications nanager approveshe printing of allKAFB publicatiors, whethe initial or reis-
sue, to ensure aancy. Keep copyrequestsof all publications to a minimum esgally if they are avail-
able electronically. OPRsmustfund pinting requests fa pubicationsand forms.

A4.4. All KAF B instructiors must have a antecednt AF policy directive.

A4.12. Usethe active voice in KAFB publicaionsand sugplements. (Refe to AFI 33-360, Voal. 1,
attachmernt 4, Edtorial Guide for Dréis and Guidace for PreparingReviewing,and Editing Publica-
tions).

A4.13. Capitalization. Refeto the Governmentrinting Office (GPQ Style Manual and AFH 3337,

Tongue andQuill, for ruleson capitalization.Usethe GPO Style Manual as first choice foeference.If
you need a copy,call the bae libraryon procedures for ordeng the GRO Style Manual.

A4.31.1.4. Do na use columnsfor KAFB publications.
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Attachment 1

SAMPLE FORMAT FOR KAFB INSTRUCTIONS
BY ORDER OF THE COMMANDER KARBEXXXX
HEADQUARTERS, 377TH AIRBASE WING (AFMC)
KIRTLAND AIR FORCE BASE 15 APRL 2000
NEW MEXICO 87117-5882

Communications ahlnformation

PUBLICATIONS MANAGEMENT PROGRAM

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

NOTICE: This pubication is availabé digitally on the Kirtland Web site http.//www.kirtland.af.mil. If
you lack acesscontact tle Publishing Gfice (377 CS/SCSH.

OPR: 377TCS/SCSP (A1QNesley E.Hale) Certified by: 377 CS/SCS (MrPercy A. Lemons)
Supersedes KAFBI 33-XXXX, 15 May 98 Pdge
Distribution: F

This instruction implements Air Force Polidirective (ARPD) 33-3, InformationManagenent. It
explainshow  developand manag Kirtland Air ForceBase (KAFB) publicationsIt applies tcall per-
sons wio prepare, review certify, or approve KAFB publicationsor operating istructiors.

SUMMARY OF RE/ISIONS

Explain what has ben revied. (See AFI 33-360yol. 1, paragraph 51)

1. Fomat. Ensure mai paragaphsare flush left and right justify tie entire publication. To indent sub-
paragaphsset default tabstopsat point3 andclear al other tabs. Use the"increase indenttutton to
indentsubpaagraphs. Do not wse “hanging” indent.
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2. Drdt Publications.Send draft to 377CS/'SCSPfor review befoe sending the puldtation out for coor-
dination. Use AF Form 673,Requesto Issue Publication, t@oordinate with all affected offices. The
approving dficial does nosign the publication. Include AF Form 1768,Staff Sunmmary Sheet,fi
required. Follow the same format for operating structiors.

SIGNATURE (Approving Oficial)

CARL F. UNHOLZ, JR., Major, USAF
Commander377th Communications Squadron
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